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PHILIP MORRIS RECORDS RETENTION 
ANALYSIS OF 60 -DAY REPORTS 


PRIVILEGED AND CONFIDENTIAL - 
ATTORNEY-CLIENT COMMUNICATION 
PREPARED BY HUNTON & WILLIAMS 
DECEMBER , 1990 


DEPARTMENT/RECORDS COORDINATORS/RPT. DATE 

PEOPLE 

TRAINED 

TRAINING 

SESSIONS 

BEGINNING 

TOTAL VOLUME 

VOLUME ADDRESSED 

THUS FAR 1 / 

VOLUME STORED-/ 

VOLUME DISPOSED 2 / 

SPACE SAVINGS 

HOURS/COSTS 

FULL 

COST SAVINGS COMPLIANCE 

Quality Assurance - Manufacturing - Louisville - T. L 
Cardin - 12/4/90 

6&1 

3 

2502 " hard copy 
[262" annex storage] 

477 diskettes 

2 videos 

448" transparencies 

814" hard copy (33%) 

49 diskettes (10%) 

448" transparencies 
(100%) 

2 video cassettes (100%) 

5 " hard copy 
(.6%) 

273" hard copy 
12/1/89 (34%) 

755 " hard copy - 
1/10/90 (93%) 

900" hard copy 

262 " - annex 

297 man-hours 
$498 travel exp. 
for training 
sessions 
$427filing aids 

$1,368.10 

1/5/90 

Loss Prevention - Plant Employee Protection - 
Louisville/F. Gradisek (Employee Relations) - 1/5/90 

3 

(100%) 

2 

1185" hard copy 

220 diskettes 

12 videos 

AH (100%) 

180" hard copy 
(15%) 

468" hard copy 
(39%) 

45% 

112 man-hours 

$250.00 

1/31/90 

Employee Development - Louisville /Rose M. Berry - 
(Employee Relations) - 1/5/90 

22 

(100%) 

3 

3537.5" hard copy 

54" blue print drawings 

53 diskettes 

978" videos/films 

128" slides 

96" photos 

All (100%) 

0 

544" hard copy 
(15%) 

4fling cabinets 
(4 drawers per 
filing cabinet) 

51 7 man-hours 
$15.00 for labels 

0 

1/31/90 

Community Relations - Manufacturing - 
Louisville /Shirley Harrington - 1/5/90 

4 

(100%) 

1 

606 " hard copy in dept. 

[168* hard copy in storage 
will be disposed.] 

37 diskettes 

10 videos 

2 16 mn films 

200" hard copy (33%) 

37 diskettes (100%) 

10 videos (100%) 

2 16 mm films (100%) 

36" hard copy 
(18%) moved to 
storage 

36" hard copy 
(18%) ready to 
move 

42 " hard copy (21%) 

170" hard copy in 
dept. 

70 man-hours 

0 

3/5/90 


tSZLZllSOZ 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 





PEOPLE 

TRAINING 

BEGINNING 

VOLUME ADDRESSED 





FULL 

DEPARTMENT/RECORDS COORDINATORS 

TRAINED 

SESSIONS 

TOTAL VOLUME 

THUS FARi/ 

VOLUME STORED2/ 

VOLUME DISPOSED3/ 

SPACE SAVINGS 

HOURS/COSTS 

COST SAVINGS COMPLIANCE 


Employee Relations Directorate - 

2 

2 

Unavailable 

1150" hard copy 

0 

10" hard copy (.9%) 

15-20" 

60 man-hours 

0 

4 / 1/90 

Louisville /Mary Hertel - 1/3/90 

(100%) 





9" diskettes 





Labor Relations - Employee Relations - 

3 

2 

611" hard copy 

All inventoried (only 25% 

30" hard copy 

187" hard copy 

100" hard copy 

10 man-hours 

0 

4 / 1/90 

Louisville/Frank Crowe <£ Mary Hertel - 
1/3/90 

(100%) 



actually labelled) 

(5%) 

(31%) 





Manufacturing/Operations Support: 



Unavailable 

2785" hard copy 

450" hard copy 

6" hard copy (1 %) 

0 

102 man-hours 

0 

3/5/90 

Shipping - Louisville/Steve Eroding 

14 

4 


154 mfiche 

(16%) 

+30" ready to go 


$92.00 filing aids 



Purchasing - Louisville /Larry Bates 

Building & Grounds/Direct Materials/Traffic <£ 

9 

3 


80 diskettes 


36" hard copy 





Travel - Louisville/Mary Elzy - 1/5/90 

7 

2 










(94%) 










Louisville Stem Processing Plant - 

6 

2 

Unable to provide figures 

75" hard copy 

0 

17" hard copy (22%) 

222 " hard copy 

28 man-hours 


2/28/90 

Manufacturing /J. Mike Curran - 1/5/90 

(100%) 



44 diskettes 




$543.00 filing aids 



Maintenance - Manufacturing - 

44 

4 

3860 m hard copy 

All (100%) 

0 

1045" hard copy 

480" hard copy 

798.75 

0 

3/31/90 

Louisville/Pam Shaw 

(100%) 


186 diskettes 



0-7%) 

66 diskettes 

man-hours 






1556 mfiche sheets 

24 tapes 

70" aperture cards 



66 diskettes (35%) 


$41.10 filing aids 



Operations Management - Manufacturing - 

4 

2 

202.8125" hard copy 

All (100%) 

0 

17.75" hard copy 

0 

208 man-hours 

0 

3/1/90 

LouisviUe/M. Cathy Joyce - 1/5/90 

(100%) 


193.875" binders 



(9%) 


$64.60filing aids 






71.25" manuals 

69 slides 

3.75" transparencies 

23 diskettes 
.125" blueprints 
.5 " plastic binders 
[191.125" in sioragel 



.25" binders (.1%) 





Engineering/Sherri Davis - 12/1/89 

462 

22 

Central File: 

Individual Files: 

0 

Individual Files: 




2/1/90 


(94%) 


92,840 data base entries 

729 microfilm rolls 
Individual Files: 

Approx. 45,000 files 

Approx. 95% 


Approx. 40% 





Sales Training - N.YJ 

4 

Not 

1269" hard copy 

999" hard copy (79%) 

0 

324" hard copy 

324" hard copy 



2/1/90 

Anne Marie Haber - 12/7/89 

(100%) 

Avail. 




(32%) 






ysseui 1st% 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 


DEPARTMENT/RECGRDS COORDINATORS 

PEOPLE 

TRAINED 

TRAINING 

SESSIONS 

BEGINNING 

TOTAL VOLUME 

VOLUME ADDRESSED 

THUS FAR]/ 

VOLUME ST0RED2/ 

VOLUME DISPOSED3/ 

SPACE SAVINGS 

HOURS/COSTS 

COST SAVINGS 

FULL 

compliance 

Louisville Materials Conversion Plant - 
Manufacturing/Rhonda Pait - 1/3/90 

4 

(67%) 

2 

1120 * hard copy 

130 diskettes 

39 mfilm cards 

5 videos 

10 audios 

1 40 m. disc 

1 20 m. disc 

All (100%) 

0 

0 

Minimal 

10 hours + 12 
hours overtime 

0 

3/15/90 

Employee Information Services - Employee Relations - 
Louisville /Mike Morris ~ 1/4/90 

14 

(100%) 

2 

6002 * hard copy in dept. 

[1278* hard copy in 
storage] 

51 diskettes 

44,600 microfiche sheets 

25 videos 

2247" hard copy (37%) 

0 

0 

At least 500* 

$1550 - cabinets 
$331 - filing aids 
280 man-hours 

0 

3/30/90 

Industrial Engineering - Manufacturing - 
Louisville/WtUiam M. Martz - 1/4/90 

7 

(100%) 

2 

601.69" hard copy 

13 disks 

12 videos 

401.69* hard copy (67%) 

13 disks (100%) 

12 videos (100%) 

53.875* identified 
(13%) for storage 

200 * hard copy 
(50%) 

0 

400 - 600 man¬ 
hours (approx.) 

0 

2/15/90 

Louisville Primary - Manufacturing/Jim Snider - 
1/4/90 

53 

(100%) 

5 

4500" hard copy 

(this figure is guesstimate) 

1897.5 m hard copy (42%) 

0 

943 * hard copy 
(50%) 

1087* hard copy 

422 man-hours 
$3.00 - file tabs 

0 

3/30/90 

Cigarette Manufacturing - Manufacturing - 
Louisville/Roger E. Bond - 1/8/90 

27 

(100%) 

3 

Unavailable 

4328 m hard copy 

3616 * binders 

217 disks 

48" log books 

11 M VHS tapes 

0 

0 

AU 

54 man-hours 

0 

7/15/90 

Medical - Louisville - Employee Relations/Betsy 

Livesay - 12/22/89 

8 

(100%) 

1 

1800* hard copy 

20 floppy diskettes 

327* microfiche sheets 

256 * manuals 8c binders 

687 m hard copy (38%) 

0 

206* hard copy 
(30%) 

25% 

44 man-hours 

$950/year 

3/31/90 

Employee Involvement - Manufacturing - 
Louisville/Judy Hunt 

6 

(100%) 

1 

501" hard copy 

78 videos 

All (100%) 

0 

0 

0 

0 

$17.71 (avg. 
hourly salary) 

12/15/89 


5 diskettes x 42 man-hours 


$743.82 

SSC4SIISOS 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 



DEPARTMENT/RECORDS COORDINATORS 


Research <Sc Development/ 

Deloris Keene - 11/30/89 

Leaf/A. Jane Newchok - 12/11/89 


Community Relations/Cabarrus/ 
Jean Kiser - 1/12/90 


Operations Mgmt. - Admin. 
Services/Cabarrus/Shelby Belk - 1/15/90 

Industrial Engineering/Cabarrus/ 
Elizabeth K Miller - 1/9/90 


Quality Assurance/Cabarrus/ 

W. L. Milton - 1/10/90 

Information Services/Cabarrus/ 

Betty Page - 1/9/90 

Richmond Manufacturing 
Department/L. M. Cummings - 2/5/90 


Recei ving/Conditional/Blending 
Dept . - Primary/Cabarrus/Karen 
Whitley/Janet Williamson - 1/11/90 


asemisoz 


PEOPLE 

TRAINED 

TRAINING 

SESSIONS 

BEGINNING 

TOTAL VOLUME 

VOLUME ADDRESSED 

THUS FAR y 

VOLUME ST0RED2/ 

VOLUME DISPOSED3/ 

SPACE SAVINGS 

HOURS/COSTS 

COST SAVINGS 

FULL 

compliance 



Unavailable 

108,858 microframes 

N/A 

N/A 

N/A 

N/A 

N/A 

6/1/90 

97 

(90%) 

7 

14,000" hard copy?-/ 

10,942.4" hard copy (78%) 

0 

3418.3" hard copy 
(31%) 

4 file cabs. 

(4 drawers per 
file cab.) 

10% cubicle 

space 

$96.53 

travel exp. for 
training sessions 


3/31/90 

7 

(100%) 

2 

567" hard copy 

66 floppy diskettes 

36 video cassettes 

386" hard copy (68%) 

66 floppy disks (100%) 

21" hard copy 

(5%) 

8" hard copy (2%) 

2 drawers 

39 man-hours 

0 

7/19/90 

3 

(100%) 

1 

503.5" hard copy 

165 floppy diskettes 

303.5" hard copy (60%) 

45 floppy diskettes (27%) 

0 

0 

0 

0 

0 

No date 
given 

10 

(100%) 

1 

1367" hard copy 

260floppy diskettes 

929" hard copy (68%) 

177 floppy diskettes (68%) 


387" hard copy 
(42%) 

20 floppy diskettes 
(11%) 




3/1/90 

11 

(11%) 

3 

145,155" hard copy 

100 diskettes 

110,725" hard copy (76%) 
100 floppy disks (100%) 

14,210" hard copy 
03%) 

10,120" hard copy 

(9%) 

10% or less 

50 man-hours — 
$1600(?) 

f 

3/1/90? 

Training set 
for 1/29/90 

0 

125" hard copy 

24 floppy disks 

0 

0 

0 

0 

0 

0 


178*/ 

57 

111,913" hard copy 

286" slides 

13,151 floppy diskettes 

663 video tapes 

334 computer tapes 

18,400 microfiche sheets 

521 microfilm rolls 

14,407" hard copy (13%) 

31 diskettes (.2%) 

420" hard copy 
(3%) 

543 " hard copy 
(.4%) 

85,342 " hard copy&/ 


1) 85342" hard 
copy *= 948 4- 
drawer cabinets 
= $236,336 

2) $1,109,466 in 
maintenance and 
filing costs 

3) Rental space 
<3> $110/sq. ft. x 
6250 sq.ft. = 
$688,160 

6/30/90 

14 

(100%) 

14 

1343 " hard copy 

3 floppy diskettes 

All (100%) 

0 

208" hard copy 

05%) 

7-8 file cabinet 
drawers 



Filing area 
complete 


4 

Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 



DEPARTMENT/RECORDS COORDINATORS 

PEOPLE 

TRAINED 

TRAINING 

SESSIONS 

BEGINNING 

TOTAL VOLUME 

VOLUME ADDRESSED 

THUS FARi/ 

VOLUME ST0RED2/ 

VOLUME DISPOSED*/ 

SPACE SAVINGS 

HOURS/COSTS 

COST SAVINGS 

FULL 

COMPLIANCE 

Leaf Storages/Cabarrus/ 

Barbara Brown -1/8/90 

6 

(100%) 

1 

500" hard copy 

4 floppy diskettes 

60 manuals, 
binders 

All (100%) 

150 " hard copy 

(3%) 

100" hard copy (2%) 

no change 

10-12 man-hours 

Forsee about 1 
new large filing 
cabinet 

1/12/90 

Employee Relations, Administration/ 
Cabarrus/Mary Noyes, Betty Seniw , 

Francene Farrar, June Moose - 12/19/89 

11 

(100%) 

1 

4862.5" hard copy 

16" floppy diskettes 

2 " microfiche sheets 

575.5" manuals, binders 

2044" hard copy (42%) 

9 floppy diskettes (56%) 

192 microfiche sheets 
(33%) 

0 

143.75" hard copy 
(3%) 

Not yet known 

50 man-hours 

0 

3/19/90 

approx. 

Flam Engineering/Cabarrus/ 

T. G. Adair - 1/9/90 

64 

(75%) 

17 

4401" hard copy 

1331 floppy diskettes 
150,000 microfilm rolls 
1430 microfiche sheets 

698 manuals, catalogues 

2292" hard copy (52%) 

431 floppy disks (32%) 

1430 microfiche sheets 
(100%) 

698 manuals, catalogues 
(100%) 

10" hard copy 
(.2%) 

796 " hard copy 
(18%) 

178 manuals, 
catalogues (26%) 

10% 

617.5 man-hours 

0 

2-3 months 

Materials /Cabarrus/ 

Jane Voncannon -1/9/90 

58 

(100%) 

5 

26,986" hard copy 

Approx. 150 floppy 
diskettes 

Approx. 25 manuals 

4532" hard copy (18%) 

20floppy diskettes (13%) 

1400" hard copy 
(31%) 

1000" hard copy 
(22%) 

10% 

44 man-hours 
$30 overtime 

0 

2/19/90 

Primary Processing - 
Administrative/Cabarrus/ 

Karen Whitley - 1/12/90 

0 

0 

2263 " hard copy 

Approx. 75 floppy 
diskettes 

0 

0 

[No figures provided, 
but see Hours/ 

Costs Column] 


225 man-hours 
for disposal 



Richmond Manufacturing 

Services/L. M. Cummings - 1/12/90 

Includes all of Cindy Council s reports 
for Manufacturing Services 

327*/ 

39 

99,299" hard copy 

10,750 floppy diskettes 

7450 microfiche sheets 

472 " other media 

19,868" hard copy (20%) 

412 diskettes (4%) 

125 mfiche sheets (2%) 

156" of other media (33%) 

0 

865" hard copy (4%) 

67,543- hanfc/ copy 

2206 man-hours 

1) 10 4-drawer 
cabinets ~ 

$2,493 

2) $11,245 in 
maintenance and 

6/30/90 


filing costs 
3) rental space 
@ $110/sq ft. x 
66 sq.ft. (JO 
filing cabinets) 
$7260.00 


5 

Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 
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PEOPLE 

TRAINING 

BEGINNING 

VOLUME ADDRESSED 





FULL 

DEPARTMENT/RECORDS COORDINATORS 

TRAINED 

SESSIONS 

TOTAL VOLUME 

THUS FAR 1/ 

VOLUME STORED?/ 

VOLUME DISPOSED3/ 

SPACE SAVINGS 

HOURS/COSTS 

COST SAVINGS COMPLIANCE 


Manufacturing Services - 
Quality Assurance/ 

Cindy Council - 1/10/90 

128 

(55%) 

24 

8927" hard copy 

2522 m binders 

934" manuals 

345 m drawings 

86" x-rays 

329" slides 

847 diskettes 

150 microfiche sheets 

14 computer tapes 

1 video tape 

4384-11/16" hard 
copy (49%) 

159.5 disks (19%) 

125 m-fiche sheets (83%) 
37-1/2 other media 

0 

134-1/8" hard copy 
(3%) 

1390" hard copy 

928 man-hours 

0 

Bet. 1/19/90 
-4/90 

Manufacturing Services - 
Technical Services/ 

Cindy Council - 1/10/90 

45 

(100%) 

1 

3393 m hard copy 

721" binders 

516 m manuals 

69" drawings 

403 diskettes 

500 microfiche sheets 

2 video tapes 

2064-13/16" hard 
copy (61%) 

231 disks (57%) 

62 other media 

0 

590-1/2 " hard copy 
(28%) 

0 

1080 man-hours 

0 

2/01/90 

Manufacturing Services - 
Mfg. Services Directorate/ 

Cindy Council - 1/10/90 

1 

(100%) 

1 

97" hard copy 

29 " binders 

28 " manuals 

8" drawings 

60 diskettes 

All (100%) 

0 

0 

0 

7.5 man-hours 

0 

Complete 

Manufacturing Services - 
Manufacturing Planning/ 

Cindy Council - 1/10/90 

5 

(100%) 

3 

437" hard copy 

221" binders 

101 diskettes 

658" hard copy - inch 
binders (100%) 

13.5 disks (13%) 

0 

0 

0 

7.5 man-hours 

0 

1/31/90 

Manufacturing Services - 
Production Planning <Sc 

Control/Cindy Council - 1/10/90 

10 

(100%) 

1 

1282 " hard copy 

303 " binders 

37 diskettes 

10 computer tapes 

211" hard copy (16%) 

0 

130" hard copy 
(62%) 

0 

0 

0 

1/31/90 

Tobacco Technology/ 

L. M. Cummings - 1/29/90 

19 

(53%) 

3 

6306" hard copy 

10" slides 

295floppy diskettes 

10 video tapes 

2 audio tapes 

4941" hard copy (78%) 

10" slides (100%) 

155 floppy diskettes (53%) 

10 video tapes (100%) 

2 audio tapes (100%) 

0 

30" hard copy (.6%) 

4244" hanefi/ copy 
file space 

159 man-hours 

1) 4244" hard 
copy ~ 47 4- 
dnawer cabinet 
- $1L717 

2) 355,172 in 
maintenance and 

4/30/90 


filing cost 
3) rental space 
® $110/sq. fi. x 
310 sq.. feet (47 
filing cab.) = 

SGEiSTTSOS m -‘°° 

6 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 


PEOPLE TRAINING BEGINNING VOLUME ADDRESSED 

DEPARTMENT/RECORDS COORDINATORS TRAINED SESSIONS TOTAL VOLUME THUS FARl/ VOLUME STORED?/ VOLUME DISPOSED?/ SPACE SAVINGS HOURS/COSTS COST SAVINGS 


Employee Relations/L.M. Cummings - 
1/12/90 - this report included all figures for 
employee relations in Richmond, Louisville and 
Cabarrus 

102 

(20%) 

29 

115,346" hard copy 

6352floppy diskettes 

30 microfilm rolls 

97,255 m-fiche sheets 

663 " x-rays 

3569" slides 

31 computer tapes 

5211 video tapes 

127 audio tapes 

49,990" hard copy (43%) 

378floppy diskettes (6%) 

18 microfilm rolls (60%) 
32,000 m-fiche sheets 
(33%) 

12 video tapes (2%) 

0 

5377" hard copy 
(U%) 

9 floppy diskettes 
(2%) 

84,495 " hard-/ copy 

1794 man-hours 

1) 60 4-drawer 
cabinets = 
$14958 

2) $69,914 in 
maintenance 
and filing 
costs 

3) rental space 
<3> $110/sq.ft, x 
396 sq.ft. (60 
filing cabinets) 

= $43,560 

Manufacturing Services - 

Planning Dept./Gndy Council - 1/18/90 

5 

(100%) 

4 

437" hard copy 

221" binders 

13.5" computer disks 

All inventoried; 
beginning labelling (100%) 

? 

3.5" hard copy 
(.8%) 

0 

15.0 man-hours 

0 

FT Primary Processing Cabarrus/ 

J. Lovitt - 1/12/90 

13 

(93%) 

3 

1160 m hard copy 

8 floppy diskettes 

All (100%) 

0 

116" hard copy 
(10%) 

1 floppy diskette 

1-1/2 -five 
drawer file 
cabinets 

117.5 man-hours 


Expanded Tobacco/ 

Primary Processing/ 

Cabarrus - 1/11/90 

1 

(100%) 

1 


0 

0 

0 

0 

0 

0 

Ripper Room, CFS - 
Cabarrus/Phil Una - 1/16/90 

4 

(100%) 

4 

90" hard copy 

2 floppy diskettes 

30" hard copy (33%) 


15" hard copy (50%) 

1/3 of 

original space 



Science <& Technology / 

L M. Cummings - 2/5/90 

5 

(100%) 

2 

2576" hard copy 

70 floppy diskettes 

7400 microfiche sheets 

2576" hard copy (100%) 

70floppy diskettes (100%) 
7400 microfiche sheets 
(100%) 

1046 " of2576" hard copy 
labelled 

0 

0 

531" hard copy 

48 man-hours 

1) 5 4-drawer 
cabinets ~ 

$1247 

2) $6903 in 
maintenance and 
filing costs 

3) rental space 
@ $110/sq. ft. x 
33 sq.ft. (5 
filing cabinets) 

= $3630 

Processing - Cabarrus/S. E. Christian - 
1/11/90 

11 

(100%) 

1 

480" hard copy 

9 floppy diskettes 

320" hard copy (67%) 

9 floppy diskettes (100%) 

0 

120 " hard copy 
(38%) 

120" 

30.0 man-hours 

0 


esGisnsoz 

7 


FULL 

COMPLIANCE 


6/30/90 


3/90 

Not given 

As of 
1/11/90 
need codes 

2/90 

4/30/90 


2/90 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 


DEPARTMENT/RECORDS COORDINATORS 


PEOPLE TRAINING BEGINNING VOLUME ADDRESSED FULL 

TRAINED SESSIONS TOTAL VOLUME THUS FARi/ VOLUME STORED^/ VOLUME DISPOSED3/ SPACE SAVINGS HOURS/COSTS COST SAVINGS COMPLIANCE 


Colonial Heights Packaging/Donna M. 

Wray - 1/29/90 

7 

(23%) 

Not 

Given 

9748 " hard copy 

88 diskettes 

28 computer tapes 

693" hard copy (7%) 

420" hard copy 
(61%) 

273" hard copy 
(39%) 

0 

36.5 man-hours 
(excl. training) 

0 

6/30/90 

Machinery Development Facility/L.P. 

Kosco - 1/24/90 

& 

1 

783 " hard copy 

20* computer disks 

378" manuals 

368 " binders 

All inventoried; none 
yet classified (100%) 

0 

50" hard copy (6%) 

0 

15 man-hours 
and $100 

0 

2/28/90 

Finance/Joyce Worsham - 4/27/90 

22&/ 

(89%) 

5 

76,000" 

0 

0 

0 

0 



10/1/90 

NY Sales (does not include Tobacco Sales 

Force)/Gerry Manucuso - 6/29/90 

68 

(100%) 

4 

509" hard copy 

427" hard copy 

80" hard copy 

81" hard copy 

161" hard copy 

20 man-hours 

1) 4-drawer 
filing cabinet ~ 
$249 

2) $2,093 in 
maintenance and 
filing costs 

Completed 

NY Information Services/Louis Nugent - 5/21/90 

24 

2 

130" hard copy 

8 floppy diskettes 

80" hard copy 

0 

50" hard copy 

1 file drawer 

16 man-hours 

$3,000/per year 

6/90 

NY Trade Development 

Incomplete 

Information 

1592 " hard copy 
includes Carlstadt records 

42 disks 

288" hard copy 

0 

99" hard copy 

0 

0 

0 

6/90 

Tobacco Sales Force Section 

Offices/DM. Cummings - 9/26/90 

83 

7 

159,466 " hard copy 

2528 diskettes 

89,200 microfiche sheets 

1 computer tape 

2636 video tapes 

228 audio tapes 

1913" slides 

26,125" hard copy (16%) 
442 diskettes (17%) 

21,900 microfiche sheets 
(24%) 

72"slides (4%) 

414 video tapes (16%) 

10 audio tapes (4%) 

0 

1663" hard copy 
includes slides and 
video tapes 

1663 " of in dept, file 
space 

$2212.32 

1) 13 4-drawer 
filing cabinets = 
$4487 

2) $21,619 in 
maintenance and 
filing costs 

3) 118 sq.ft. (18 

??? 


filing cabinets) x 
rental space @ 
$110/sq.ft. = 
$12,980 


09S£mS0S 
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Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 





PEOPLE TRAINING BEGINNING VOLUME ADDRESSED 

DEPARTMENT/RECORDS COORDINATORS TRAINED SESSIONS TOTAL VOLUME THUS FAR 1/ VOLUME STORED2/ VOLUME DISPOSED*/ SPACE SAVINGS HOURS/COSTS COST SAVINGS 


TOTAL 

2,226.00 

235 722,782.775" hard 

275,889.1525’ hard 

27,236,875- 

30,006.38" hard 


copy including 

copy including 

hard copy 

copy including 



binders , manuals, dc 

binders, manuals Sc 

including 

binders, manuals 



drawings 

drawings 

binders. 

dc drawings 



75S manuals, binders 

758 manuals, binders 

manuals dc 

96 diskettes 



36,297floppy disks 

3,127floppy disks 

drawings 

178 manuals 



8,663 video tapes 

39 mfilm cards 





451.750" 

451.75 m 





transparencies 

transparencies 





5,778 slides 

2 16 mm films 





2 16 mm films 

22 audios 





1 40 mm disc 

69 slides 





1 20 mm disc 

48 m log books 





39 mfilm cards 

11-VHS tapes 





367 audio tapes 

108,858 microframes 





222,691 microfiche 

1 40 mm disc 





sheets 

1 20 mm dis 





70 m aperture cards 

64,565 microfiche 





69 slides 

sheets 





418 computer tapes 

82 m slides 





151,280 microfilm 

24 computer tapes 





rolls 

70" aperture cards 





92,840 data base 

18 microfilm rolls 





entries 

20" computer disks 





663" x-rays 

156" other media 





20" computer disks 

427 m other media 

414 video tapes 




I9E£SU502 
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FULL 

COMPLIANCE 


Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 


-f Percentage = Volume Addressed + Beginning Total 

2 

“/ Percentage = Stored + Volume Addressed 

-/ Percentage = Disposed + Volume Addressed 

4 

“/ Total people In department not available ♦ 

“/ Per 3/26/90 telephone conversation with Jane Newchok, does not Include 26 employees who have not compiled with the program . 

“/ Theory based on "Rule of Threes" . 

“/ Remaining 23 employees do not maintain/generate records and will f therefore, not be trained . 

8 

-/ Does not Include personnel In Louisville f Cabarrus and New York • 
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Source: https://www.industrydocuments.ucsf.edu/docs/zfckOOOO 



